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This quick reference guide provides steps for updating spousal email address. The target audience 

for this guide is any Harris Health System employee.   

If you need further assistance, contact HR at 713-566-MyHR.  

 

1. From the Harris Health System 
intranet, click the PeopleSoft tile. 

   

2. Click on Benefit Details. 

 

3. Click on Dependent/Beneficiary 
Info 
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4. Click on Spouse to see the details. 

 

5. A pop up message will appear and 
you will see STOP. Click OK. 

 

6. Scroll down until you see Email 
section. Click on Add Email . 
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7. A pop up screen will appear where 
you can add your spouse’s email. 
Select an Email Type from the 
drop down menu. Select Home. 

 

8. Click Done after you have entered 
an email address for your spouse. 
 

 

9. Review the email you entered. Click 
Save to complete your changes. 
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